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STATINTL 


STATINTL 



MEMORANDUM TO: All Assistant Directors 
Staff Section Heads 

SUBJECT: CIG Telephone Directory 


1. CIG Telephone Directory dated August 1947 and 
classified RESTRICTED has been distributed within CIG. 

2. A'll current telephone directories, those, issued 
previously, and subsequent issues must be accounted for. 

3. When new editions are issued, old editions, 
regardless of classification, must be returned to 
Services Branch, A&M, for disposition. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive for 

Administration and Management 
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MEMORANDUM FOR: PERSONNEL CONCERNED 

SUBJECT: Hove to North Intorior Building 


1. The novo of the Dirootor's Office and other CIG 
activitios to tho Seventh Floor, North,Interior Building, will bogin 
on Thursday, 8 May 1947, at appropriately 9:00 a,n. 

2. The following spaco assiginonts in the North Intorior 
Building arc heroby riado: 

Roon Nunbor 
7139 

7135 and 7137 

7131 and 7133 

Conference Roon 7129 



^ Exucutivo Diroctor 

STATINTLSTAT! 


7127 

7125 

7123 

7121 


STATINTLSTAT! 


(W 



7117 and 7119 

7103,' 7105, 7107, 7109, 
7111, 7113, and 7115 

7132 and 7130 

7128 
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- 2 - 

■ 7126 

7124 

. 

7122 

7120 

G-2 Liaison Offioors (2) ’ 71' l fl 

STATINTL 71.8 

7112 

7110 

7106 

Rocoivinc '& Dispatching Unit, ' 

| Contral Records Section 

;■ Receptionist 7102 


3. Parking Spaoos 
monts aro nado: - 


The following parking space assign- 


STATINTL 


I 



Director 
Doputy Director 


Parking Permit #10, Worth Interior Court 

n " #22, " « 

Space #71, South Parking Aroa, New Vftxr. Dept. Bldg/ 
" #72, " « » » « <i 'n 

" #73, « » n ii it ,i 

” #74, ” » « » i» « ii 

" #75, " « »i ti ii ti it 

” #76, . " '» ii ii it it it 

" #77, " " •• '« it ii it 

" #78, " '» « •• it ii it • 
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STATINTL 


STATINTL 


STATINTL 



ipaoo #79, South Parking Area, New War Dopt. Bide* 

" #80, " V " " " " " 

M #20, Temporary Building Nc. 2 

;nporary Parking Permit #15, Temporary Building Ho, i 


4. Telephone s - Tolophono extensions will remain sub¬ 
stantially the sane except whore ohangos are requosted by the Offioos con¬ 
cerned. 

5. Transportation - Transportation will be available 
in the sane, way as in New War Department Building, by calling Ilotor Pool, 
Extension 22S4. 

6. Central Records - The Distribution Unit of Central 
Records is noving to South Building. A roociving and dispatching unit of 
the Contral Records Scotibn will be established in North Interior Building 
for the offices located thorc. The Exocutivo Registry will maintain files 
only for the Dirootor's Office and the Executive Staff, When the files aro 
for other than those offices and action has boon conplctod, they should be 
forwarded through tho Contral Rocords unit in North Intorior Building to 

the Central Files Unit, Central Rocords Section, 

7. Supplies - will continue to maintain 

stock of stationary supplies vrhioh will be availablo in Room 7106 North 
Intorior Building, 
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MEMORANDUM FOR: ALL C.I.G. EMPLOYEEG 


American Red Cross 19k7 Fund Campaign 


The American Red Cross Campaign i.’or R.9U7 is underway. 
The funds raised in this campaign will, of course, be used to cover 
existing and continuing regular Red Cross services for the civilian 
welfare of our country. In addition to this health and educational 
service which this country, as well as ether countries of the world, 
have cone to know and accept as a matter of course, the American Red 
Cress has pledged its services and operations to the American Armed 
Forces at heme, abroad, in occupied countries, and tc our returned 
veterans and their families. 


President Truman, in his statement to the Heads of 
Executive Departments, Commissions |r Agencies, dated 7 January, has 
said, "Luring the coming year the war-related activities of the Red 
Cress will continue to he very extensive. Large numbers of men will 
still be in uniform. There are millions of veterans to whom the Red 
Cross has an obligation. Tens of thousands will be in Army, Navy raid 
Veterans f hospitals for a long time to come. The Red Cross is trained 
and equipped through its thousands of Horne Service workers to give the 
service needed, but it is imperative that the necessary funds be obtained 
to continue R?3d Cross operations on behalf of the Army, Navy and the 
veterans. To help raise the funds essential to finance this vast program 
I desire,that all departments of the Government cooperate wholeheartedly 
through the creation of an effective organization for the solicitation 
of their gifts," 

Our share of the quota, which has been established for 
all Government agencies, is"$3,300, This quota can be obtained only 
from generous contributions on the part of each- and every employee. 
National Red Cross Headquarters, has indicated a scale of giving, which 
is in direct proportion to the salary of employees. This scale is as 
follows: Salaries ranging up to $'3,5>Q0. give $3.00 to $2$.00 — pro¬ 
portionately more from those with larger salaries, A definite scale 
■’Will not be set for C.I.G,, since I know that every employee will 
respond wholeheartedly and in keeping with his personal belief and 
financial circumstances. 

During the month of March a fellow worker, who is a 
volunteer representative of the Red Cross, will ask you for your con¬ 
tribution. Your support, together with that of your fellow workers in 
C.I.G. will be our share and our coal 


Director of Central Intelligence 
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OS a OFFICE kiBiORiiNDUM WAR DEPARTMENT' 

No. 14-16 OFFICE, SECRETARY OF WAR 

Washington, 28 February 1947 

TEMPORARY INSTRUCTIONS AND INFORMATION 

Suspension of Officer Temporary Promotions' 


The Office, Secretary of War is in receipt of the following information 
Offlci he Ch?ef 0 of Z qt i ff “a Milita ;7 Personnel Section, Management Branch, 
addressed^to^that^office.^ 11 ^ ques ^ 10ns regarding this matter should be 


War Department Message WCL 24858, dated 26 February 1947, is quoted: 

off - '' 1 : m J he Purpose ff' this message is to announce the suspension of 
promotions •*»»«.• grades' of captain to major and from 
st lieutenant to captain in addition to present suspension of promotion 
to lieutenant colonel and colonel. p 

m, 1nT ," 2 : Effective 1 March 1947 temporary promotions to the grades of 

malor and contain a ^ q su f p f nded * A11 recommendations for promotions to 
ajor and Cc.ptnin, AUS, being processed will be returned without action. 

" 3. exceptions to the above policy are: 

War Department GireS'So^Taa^Sdfr a ° tiTO ^ 

War Department Ci“S 5 ^ ^“nded^" “ 


T , V " c ; • Promotions of recovered personnel under provisions of 
Aar Department Memorandum 580 - 5 - 1 , 46 . F 


tenant to 
605-12." 


"d. _ Promotion of Medical Department officers from 1st lieu- 
captain and captain to major as prescribed in paragraph 6 AR 


FOR THE ADMINISTRATIVE ASSISTANT: 


^ ,,s C 

GEORGE -E. BREWER “ ‘ 

Assistant Administrative Assistant 
Office, Secretary of War 


DISTRIBUTION 

"X" 

(All Activities having 
military personnel, 0SW) 
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STATINTL 


STATINTL 


STATINTL 


CJ3KTRAI. XlTriilLLICfEHCB GROUP 
Ncnv War Doipu.rbmcm.-b Building 
21 sb and Virginia Avonuo, IT. Vf. 
YTashington, D. 0. 


6 February 1947 

IMiOMITDUJl FOR ALL' LtiPLQYKES, CXG 


SUBJ ’DOT : 1946 Income Tax Returns 

The Personnel Relations Section, in cooperation with Finance and 
Legal Divisions of C.' X. G., has made arrangements to provide assistance 
•bo* all cmplpyoes of this agency in preparing and filing 1946 income tax 
returns. 

Four employees were selected and have attended the Bureau of Internal 
Revenue' s Income Tax- School. ’ -‘b a result thoy will oe in a position to 
.provide advice ,u\d assistance. This service vd.ll be available between 
.10 February' Cad 15 Harch, and the individuals named below may be contacted, 
for app'oiutmoats- if desired. 



• It is requested that those anticipating the need for such service 
make arrangements at an early date following Feb. 10th in order that "che 
facilities and time of these individuals 'may be apportioned in such a way 
that all employees may be served. 

It is al so. requested that each employee have in his possession at the 
time of the appointment all tax information, and if such is done not more 
than 15 or 20 minutes should be required to handle each case. Tax forms 
vdll bo available at this time. 

Since the circumstances surrounding the assignments and work status 
of the individuals named'above may'vary, appointments will bo made in 
accordance.with these circumstances. 




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4 







Approved For Release 2001 GrA’JRD!B8l!sQ0^mS?000100040033-4 

How War Department Building 

,• - 21 at and Virginia Avenue, fl. V/. <,•, -* „ 

Wuehington, D. C. J ' U y 


February 1947 


'MEMORANDUM FOR ALL EMPLOYEES, CIG 


UBJECT: Announcement of Civil Service Cofnmi ssion 
Examinations for Clark 


STATINTL 


vr-4- Local? •fq-rJnH 1 ^° e n Co,maission hus announced "examination (announcement 
Slork! arad^ cSlr o r% f Wftntment to the position of 

to 1 ? VM n vm, -in Lil inclusive#- with base salaries from $1,766 

wui S:; i0, ‘ is t0 •* tabli * h 

are- ' C ^. j 08 **}"* V »« filled from this examination 

.woountiag, fiscal, audit, statistical, time, leave, payroll „nooint 

isSSwr? 18 sr-uswr*" 

and A^inlstr^ve SfiSSS loo ^°- ^ ^outivs 

Organization v l}m .» .. . „ „ 

...—- ili£5i Building f: Room Extension 

oso ~~ "" 

ORE 
C&D' 

P&A and Exec. 

Offices 
Finance 
Personnel 
Services 
Coma.iun.1 cat ions 

00 _ 


nn+ . ■' ** " ■•"“Formant, that all employees who are interested in making aooli- 
tained iTth *Ms examination road carefully all information con- 

tuined m the announcement to determine v/hethor or not they meet the 
entrance requirements. (Seo reverse side of announcement 7 ) 

i+ •. ^ th i S f 1 *?' 115 is nocesr ' Q ry to file only card Form 5000AB. However 

Thii 1 m & /^ f ° muti0n r ^ uest0d be furnished on this card, 
noted Ibovof ^ fr ° m y ™ r i, “ di<,te «*«*••*• or from officials 

.dirootiy^nhrr^tuM^ that >!? e ^ 

p0rs r sl “° n ’ , CK - *»«• tout thirds U J^rded 

will bo mad 1 " mlnl ‘ tru “* v “ Oifiour, to the Personnel Division, whuro record 
ill be made oi application cards sent to the Civil Service Commission. 

«'nrv 1 > ill i h ° U ’ h ? he ? lo f ine dttto - for r . ecoi pt of applications by the Civil 
service Commission is le February 1947, it is important that those who 

ind\Zt\ l ZZ * °+i ' * en ^ rancc to this examination complete-.the cards 

ff,. lol f! if th i rumds oi thelr respective Administrative Officers 

not luoor than the close of business 11 February 1947, 


Ptoom 

Extens: 

1043 

2862 

227 

2412 

2264 

692 

2164 

717 

209 

445 

118 

2648 

200 

785 

209 

2368 

203 

2271 


576 

610 

2997 


STATINTL 





Approve^For Release 2p0ll/03/30 : CIA-RDP81-00728R0001 Oo4o033-4 

Z? Doooabcv liMG 

poic* all c?g pl:-so;."ill 

GlbWGC'f: Lentil Holiday •*- I;or; Year 1 o Day 

1. Year's Day, 1' January IGA-7 is -a lo.y.l..... 
r'.x*-. ..All ri.i loyoon r.ro c^ourud frov.r £v. J jy on. fbhnt Gay, crjoc-'t 
liLoab vbo arc' 7.105•-..•'illy rcriivoc. to bo on duby during jion-wor.i.infl-'.. 

. yyu'lodEs» 

H. Jt \ril.l bo r'orionsi'bilj ty of tbo Ann 5 nbnnt 
Pivdcbcrs and Chiefs of Divisions, Porco-nol C. Lcnini etrabxvt;. Pry'-r. 
bn nrovidg an Adeniato staff or.- 'this t’.tiy. 


von- ZlTi tiJ OF CLDTjJAL IIKXIJGLn'::!-;: 



■Colonel, AOD 
Executive’ for Personnel 
and Adn&ni strati on 


STAt.IN.TL 
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( ! 18 December ‘'".li6 

Approved For Release 2001/03/30 : CIA-RDP81-00728R00010Q040033-4 


MEJ,.GRANDtill FOR: All CIG Personnel 


Location of Central RoGin.try Units 


1. Effective 20 December 191:6, the courier and Central Rail 
Units of the Central Registry Section, Communications Division, P & A, will be 
located as follows: 

Central i..ail Unit 307 South Bldg. (Ext. 719-720) 

Courier Unit 317, 321 South Bldg. (Ext. 25h2~2$h3,2Q2h) 

-AHNIL 2,. The inailinc address for CIO, as indicated in CIG Administrative 

Order dated 30 September 191*6, will remain as follows: 

Central Intelligence Group 
(name. of. Activity) 

Room 2161, hew -far Dept. Bldg, 

21st and Virginia Avenue, N. '.7, 

... Washington 29, D. C. 

■FOR THE DIRECTOR OF■ CENTRAL. INTELLIGENCE *C 


Colonel, AGD 
Executive for Personnel and Administration 
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CENTRAL INTELLIGENCE GROUP 
NEW WAR DEPARTMENT BUILDING 

WASHINGTON 25. D. C. 


December 16, 1946 

To: All Employees 

1. Group Hospitalization, Inc., .Washington's, civic,, non-profit.. 
Hospital.Service Plan, has announced that it will accept new subscribers 
this month in the agencies- of the Central Intelligence Group located 

in''the District of Columbia. Applications must bo submitted between 
December 13 and December 24 for participation beginning January 1, 

2. With the exception of now appointees, who may enroll at any 
time during the first 60.' days of their employment, and veterans, who 
may enroll at ary time within 6' months' after their discharge, this 
will be the only opportunity for employees to enroll in our group during 
the next year. 

3. The enclosed leaflet describes this Plan, which now has more 
than 275,000 persons undor protection in the metropolitan area of 
V.’a'Bhingtcn. Group Hospitalization enables employed persons to meet 
their hospital bills, and those of their families with ease, and 
thousands of cur employees have enjoyed the protection and service 
provided by this plan. 

4. One of the most attractive features is that Group Hospitalization, 
Inc* makes a payment direct to the Participating Member hospitals for 
services rendered its subscribers. 

5. It is not necessary for you to lose this protection if you 
change jobs or leave the employ of the Federal government. 


jsTATINTL 
jsTATINTL 

I T~7' -JUDSUW H. LIGHT'Hh- \7 

Chief, Personnel Division 


i 


i, 
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6. Payments must be made to the Group Treasurer not later than 
three days following the first pay day of each month. Application 
blanksandadditional information may be obtained from 

Group Treasure^for^rouT^|osprb^^^tio^^nc, 

Ext , 630, Room 114 North Building. B/VjAy *'-"*'! "V** % 








10 Doconbor 194G 


Mn.OnAlJUUi: FOR: All CIG Eorsonnol 

SUBJLCT: Christmas Decorations in Oovornnont Buildings 

1. Quoted below is a memorandum received from the Office of 
Building I’Dnaconont, Federal ,/orks A E onoy, Public Buildiues Administration, 
regarding Christmas decorations in Government buildings: 

"Decomber Z , 1946 

T0: Chief Clerics, and Administrative Officers of the 

Executive Departments and Independent Agencies 

SUBJECT: Christmas Decorations in Government Buildings 

_ Je would appreciate your coororation in the enforcement of the 
following regulations regarding the placing of Christmas trees or 
Christmas decorations' in buildings ororated by this office. 

A roaconabio number of Christmas trees may bo placed in buildings 
oi fire--resistive construction and in frame buildings Provided with 
inkl ?ft o^ctioh. ; ITo trees will be permitted in 
fi ,.me buildings \n chouv such protection unless approval is riven 
b;- -no Superintendent. Tie trees should not bo Icopt in buildinrs 
j. or more than seven days. ° 

No cotton or other inflammable materials ma;- be used for decorat- 
lng the trees, rio lighted candles will be permitted in any buildings. 
Electric lights will be permitted on Christmas trees and in buildings, 
if the installation of such lights is inspected and approved bv the^ 

• f u P^inte nd ent. Inflammable decorations will not be pemitted" in 
buildings without the approval of the Superintendent.’ If the use of 
decorations and Christmas trees is contemplated for dances, parties, 

57°? hG ^ gatherings in Government buildings, prior approval must be 

• obtained from the Superintendent, '"V 

Should there be any question concerning the interpretation of the 
above regulations, the Superintendent should be consulted. 

«>.r.v W nt?\ apr> r 0a0 i f£ a new 3 r ear rives us an opportunity to reflect unon the 
oZ!! 1 !— 011 ! 0f t he past-two 1 ve months, and upon the importance your 
^erni J - a us°-t a ”hi r ‘ 0 ^ ?la ” in the effectual functioning of this" office. 

? ne u ° os P reS8 0ur sincere appreciation for the fine swiri 

Of coo, era oion you nrrve so frequently demonstrated. 


STATINTL 


/s/ CILi.'iLES A. PETERS 
Charles A. Peters 
Donuty Commissioner 
for Buildings Management" 


2. It is requested that all personnel of ClC- comply with this 


instruction. Any. question in this connection should be directed to I 


Extension 2168. . 


STATINTL 

STATINTL 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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21ct and Virginia. Avenue, N. W. 

Washington,. I). C. 


2 $ November .191*6 


kEb!OU,.FDUN FOR: All GIG Personnel 


Conservation of Fuel and Electricity 


lr Quoted below .'is a memorandum from the Office of Buildings 
.runcyenent, Public Buildings: Administration, Federal TJbrks Agency,' Subject: 
u Consorvalion,of Fuel and Electricity". 


" November 21, l%6 

"EEilOH.yE'JUil for Chief Clerks, Administrative Officers of the • 

Executive Departments and Independent Agencies 

SUBJECT: Conservation of Fuel and Electricity 

i'ajcr General Fillip Bo Fleming has directed the Public Buildings 
Adi-unistratlon ^to take every necessary atop to conserve trie, uovornmont 1 s 
sy."!pl;r and the use of electro city. In viuv; of the serious situation 
it ' 0 . i.l be necessary to return to war time heating and liuhtinv schedJi.cs 
in Foc.i..:,:‘al .Buildings. 

To meet tho situation and to accomplish the maximum savin'/ in fuel and 
electricity, it is very necessary- that wo have the full cooviorntiWof";>ll 
Government personnel. Tho steps that can be taken by Government personnel 


1. Do not use unnecessary- lights,. 

2„ Keep -win dot a and doors closed so that tho insic’A 
air door, not unnooossarily escape ho tho cul-imd-A 
3o Heating units controlled by room occyoen ts s.iculcL 
bo used to meet minimum heating ?;■:esuf reec -.ps., 
l.!c Heating units controlled by buildia;: e - (.mr'.-acir.cc 

personnel should not bo aieturbod by l-oon: occupants. 


iuo operating perrornel will take•periodic rc 
thrcvghnrt the buildings each eny uni will make vh 
tiur rentrol equipment, or operating or one clue a-' a;: 
to keep r,hu tonnaraburur. to minimum 'require:ichis„ 


of the t-e nporntures 


supervieero of the 


length of time, only such 1- 
of oheir works 


are essential to the pei-formanco 


An occupants' program of monitor control over heat and light would 
be desirable ana,would materially assist in oonsoiving fuel and el-.otr^lty* 
A program of this nature would insure that wincav-s are komt closed, 
turned off to prevent overheating and lights turned out when not, ncedua, 

Your splendid cooperation in the past has been very helpful and your 
continued, cooperation at this time will bo deeply appreciated.. 


/s/ CHilRLES:A. PETERS. 


Charles A. Peters 

Duputy Corard s sioncr 

for Buildings L r anagoment ,r 


2- It is requested that all employees of 
Group comply with this, memorandum. 


■antral Intelligent' 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCES 


eujL.cue_, UAU 
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CENTRAL INTELLIGENCE GROUP 
ME’.'i" VJAR DEPART! .'ENT . B UILDING 
21st'and' Virginia Avenue/ N, 
Washington, Do C. 


21 November 19N6 


mm:mm to all c . i.o. personnel 

SUBJECT: Definition of Central Intelligence Group 


1. Inquiries are continually being made by persons sincerely intere 
in the organisation of the CentralIntelligence Group 0 These persons . 
.include, of course, prospective employees as well as persons who merely 
lcncW of tho e>dst °ncc of such an organisation, and upon meeting an 
employee of this Group they generally ask, in effect, -Just what is the 
Central Intelligence?" 

2. In order that uniformity may be maintained "in answering such in¬ 
quiries, and in order that maximum possible security may bn attained, it 
is believed that a uriifom dafir.itior, dtiould be established. It is, 
therefore, proposed that the follovang definition of the Central Intolli- 


;enco Group be used in rc 


nquirios -which are. inevitable and' • 


"The Central Intelligence-Group is a recently created 
interdepartmental organisation in which the State, ‘jar, 


. Navy and sometimes .other dopartmo 


its participat 


ordinates all activities of. the. Government 'involved in 
obtaining and analysing information' : a bout foreign countries. . 
•vraich- this country needs for its national security. It 
also-furnishes interdepartmental analyses of this type of 
information for use by Government officials." 

j.uis definition, vfa lie basically true, is unrevealing and should 
stop further curiosity. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


CO-L(JJ 

Executive for f 


irsoivncl and -A.Ministration 
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CENTRAL INTELLIGENCE GROUP 
NEIT ’TAR DEPARTMENT BUILDING 
21st and Virginia Avenue, N. '/. 

V/ashington, D, C. 

21 November 1J?JU6 ' 

MEi'IORANDUIl FOR* ALL C.I.G* PERSONI’JEL 

SUBJECT: Definition of; Central Intelligence Group 

lc Inquiries are continually being made by persons sincerely interest 
in the organisation of the Central Intelligence Group, These persons 
•incxudo,- o_ course, prospective employees as well as persons who merely 
know of the existence of such an organization, and upon meeting an 
employee of this Group they generally ask, in .effect, "Just what is the 
Centra]. Intelligence?" 

v.o In order that. uniformity may be maintained in answering such in¬ 
quiries, and in order that maximum possible security may be- attained, it 
is believed that r. uniform definition should be established. It is, 
therefore, proposed that the following definition of the Central Intelli¬ 
gence Group be used in response to inquiries which are inevitable and 
legitimate: 

"The Central Intelligence Group is a recently created 
interdepartmental organisation in which the State, T/ar, 

Navy and sometimes other departments participate. It co- 1 


ordinates all activities of the Government involved in 
ootaining and analyzing information about foreign countries 


which this country needs for its national security. It 
also furnishes interdepartmental analyses of this type of 
information for uso by Government officials." 


25X1A 


This definition, vhile basically true, is unrevealing and should 
stop further curiosity. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Colonel, CAC 

Executive for Personnel and Administration 
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COPT NO. 00011 8 

CENTRAL INTELLIGENCE GROUP 
NEW JAR DEPARTMENT BUILDING 
21st and Virginia Avenue, N. W, 

Washington, D. 0 , 


6 November 19 / 4.6 


MEMORANDUM TO: ALL CIG PERSONNEL 


SUBJECT: 


Change No. 1 to .Uemorandum Dated 1/4 October 
Subject: "Long Distance Telephone Usage" 


191*6, 


1. Subject memorandum is amended as indicated^below: 
a. Paragraph 2(b), alter the words "Chief, Inter¬ 
departmental Coordinating and Planning Staff", insert the words 
"Assistant Director for Operations". 


b. Paragraph 3 , change the words "Chief of Office 
of »B> Deputy" and "Administrative Officer for <B< Deputy" to 
read "Chief, Commercial Contacts Branch of Office of Operations" 
and "Administrative Officer for Commercial Contacts B ranch of 

Office of Operations", respectively. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Colonel, CAC 

Executive for Personnel and Administration 


CONFIDENTIAL 
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CENTRAL INTELLIGENCE GROJP 
HEN WAR DEPART!ENT BUILDING 
21st and Virginia Avenue, II. 17. 

Washington, D. C. 

30 October 1946 


All CIG Personnel 
Armistice Day 

1. The President has declared Armistice Day, Monday, 

11 November. 1946, a legal holiday. 

2. Therefore, CIG personnel will not be required to 
report for duty that day, except such personnel as are Usually required 
on non-working days • 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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TO: 

SUBJECT: 
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central intelligence group 

IIIT.Y r/AR DEPARTIENT BUILDING 
21 st raid Virginia Avenue, N. V/, 

V/hshington, p, C, 

22 Ootobor 1946 

IIHiORAIiDUIi FOR ALL GIG PERSONNEL 

Effective 28 October 1946, Executive-6100 v;i 11 be dis¬ 
connected. Telephone calls for the Central Intollicence Group to 
personnel located in the North, Central, Adninistration. South and 
Que Buildings will bo directed to call EXooutivo-6115. Calls through 
"Govcrnnont" to the Central Intolli G oncc Group fron other departments 
should be nado by requesting the operator to connect vrith the "Central 
Intelligence Group". 

Tho Headquarters Offices cf CIG in the tkm 'tor Department 
Building will ronain on REpublic-6700. 

FOR hie DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1A 


and Adninistration 


RESTRICTED 
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CLlf'TliAL IPTLLLIOLFCL GHOUP 

inv.: .ia.. dupah'B ::.b? duildihg 

21st and Virginia Avcnuo, J, V. 

Washington, U. C. 


10 Octobor 194C 


f the Cafetori, 
follows: 


STATINTL 


Devu tv Lb:ccutive for Personnel' 7 
and Administration 



i.r: o::ai t dui; 

TO: All CIO Personnel 

SUBJECT:. Change in Cufateria Hours 

Effective henday, 21 October 1016, the new hours o 
located in Que Building will bo, in force. These will be as 

Breakfast' - From. 0745 to 0830 hours 

Luncheon - Fron 1115 to 1345 hours 

FDA THE DIPECTOD OF CEPTDAL IITTALLIFEFCE: 
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■CEWEIAL IIITELLIGELGE GROUP 
NIT./- V/AIi DEPA^TI HillT BUILDIWO 
21st and Virginia Avonuo, N. V/, 
V/ashington, D. C, 


14 October 104G 


TO: All GIG Porsonnol 

SUBJECT: Lon; 1 ;; Distanoo Tolophone Usage 

1. Lonomidura, subject as above, dated G September 1946, is hereby 

rescinded, and the following is substituted therefor: 

2. i/ar Department Administrative Honorandun Ho. ’/-I, dated 8 Lay 
1944, provides that the following procedures be followed in all instances where 
.Ion;;; distance telephone calls are nude from offices serviced by the .War Department 
switchboard. 


_n. Personal long distance telephone calls will not be 
made through the Department’s switchboard but will be made from 
coin box telephones located throughout the building. 

b/ Ao long uistance telephone call will be made over leased 
line or commercial facilities by any porson in the Central In- 
telligonce C-roup for the transaction of official businoss unless 
the call is specifically authorized in advance by tho. Director, 
the Executive to the Director, the Assistant Executive Director, 
the Chief, Interdepartmental Coordinating and Planning Staff, 
Assistant Director for Collection and Dissemination, and the 
Executive for Personnel and Administration. A list of the persons 
to whom authority to approve long distance phone calls has been 
delegated has been furnished to the Director of Communications, 
Office, Socrotnry of V/ar. 


c_. It vail be the responsibility of each person named above 
to: 


(l) Examine each request to place a long distance 
telephone call to determine if the call is necessary or if 
radio, telegraph, air mail, or some other form of communi¬ 
cation will suffice. 

(2) Laintain a ten-day roport sheet. This report sheet 
vail bo maintained at the dosl; of the authorized individual 
or his secretary. Tho information will be entered on the ten- 

day report sheet by the personoplacing the call or as soon'as 

U 

it has been authorized. If the call is not completed during 
the day, it will not be necessary to remove the authorization 
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- 2 - 

fron the report shoot but a new c.uthorination must bo granted 
and rooordod v/hon the cull is again nlucod. Inconnlotod calls 
will not be hold over fron one day to tho next but shall be 
cancelled at the end of each day. This report will bo sent to 

the 'Executive for Personnel and Administration, Doom 21G4, Hew 

f 

bar Department Building, tr roach hin before 1200 on the Gth, 
16th, and 2Gth of each month. Tho roport on the Gth df each 
month wi 11 include the ton-day period fron the 26th dd'y :of tho 
preceding. month through the 5th day of the current month. Tho 
report on the 16th of each month will include the ten-day period 
from the Gth through the 15th day of the current month. The 
report on the, 26th will include tho ton-day period from tho 
16th through the 25th day of the current month. Those report 
sheets will be chocked against the War Department bill by tho 
Office of the Director of Communications, Office, Secretary 
of War, and unauthorized calls will be reported for disciplinary. 


action, 

(3) C .-ordinate requests so that sovoral people in tho 
sane office who nay have to call the sano point can do so on 
the no call. 

(4) See that as nan*" calls as porsiblo arc rx.de before 
0930/ between 1200 and 1400, and after 1700, hours when tho 
traffic volumes are lightest. 

3. Tiro sano general limitations which apply to long distance calls 
made through the 7/nr Department. switchboard shall apply to those made by per¬ 
sonnel serviced from the Executive-6100 switchboard. Calls made through the 
EXucutivc-6100 switchboard must bo authorised in advance by the Assistant Di¬ 


rector for Special Operations, the Executive Officer for Special Operations, 
tho Assistant Executive Officer for Special Operations, Chief of Office of 


’’A” Beauty, Administrative Officer for "A" Doputy, each Foreign Branch Chief 
of "A" Deputy, Chief of Office cf "B” Deputy, Administrative Officor for "B" 


Deputy, Chiefs cf Foreign Commerce and Travel and Eoscareh Branches of ”3" 
Deputy, Assistant Director for .Research and Evaluation, Executive Officer of 
Office of Research and Evaluation, and the Chiefs cf the Communications, 

Projects Support, Finance, Services, Security, and Personnel Divisions of the 
Personnel and Administrative Branch, A list of personnel authorized to approve 
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official lonf- distance telephone calls will bo furnished to the Chief 0porut.br 
EXocutivc-6100. 

P0K THE DIRECTOR OF CENTRAL TNTELLIGEHCE: 


25X1A 


Col ncl, CA C 

Executive for Personnel and Administration 
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STATINTL 


cemtiial intelligence group 

NEW WAR DEPART! IE NT BUILDING 
21st a ml Virginia Avenue, N. W. 
■ Washington, D. C, 


7 October 1946 


I'l'H.IORANDUI! FOR; ALL GIG PERSONNEL 


Designation of Addroes For Buildings Assigned 
CIG Located at 25th and E Streets, U. Vf 


Effective irmodiatoly, the promises and buildings 

assigned to the Contra! Intelligence Group located at 25th and E Streets, 

L. d., including the North, Central, Administration, South and Quo Buildings 
shall bo referred to as "2450 E Street, N. W.". 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; 



Colonel, CAC 

Exacutivo for Personnel and Administration 
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CENTRAL INTELLIGENCE GROUP 
NEW WAR DEPARTI ENT BUILDING 
21st and VIRGINIA AVENUE, N. W. 
WASHINGTON, D. C. 

18 June 1946 


MEMORANDUM FOR: ALL C.I.G. PERSONNEL 
SUBJECT: Overtime 


Inasmuch as C.I.G, personnel are assigned 
from State, War and Navy Departments, the policy of this Group 
reference pajanent for overtime worked in excess of the adminis¬ 
trative work-week, will comply with the regulations of the con¬ 
tributing departments. 


2 * The administrative work-week now consists of 

forty (40) hours — five ( 5 ) eight (8) hour days. Hours of work 
fo^the group are 0830 to 1700 with one-half (1/2) hour for lunch: 
Mondays through Fridays of each week. 


3- No paid overtime win be authorized without 

prior approval by the staff or division head concerned and the 
Administrative Officer. Approval in each case will be on basis 
of essentiality and urgency. Every effort win be made to keep 
overtime to a minimum. 


_' 4* ■ Those staff- divisions whose duties require 

routine "overtime" mil make special arrangements with the Admin¬ 
istrative Division covering their special requirements. 


statintl S ffigS y * 

Administrative Officer 


( 1042 ) 
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11 Juno 1946 

ZWMWhl FOR ALL CIG PERSONNEL 

Subject: Annual Leave Policy 


1. During the formative period of the Central Intelligence 
Group, it is deemed necessary to announce an intorim leave policy appli¬ 
cable to all personnel (military and civilian). Inasmuch as personnel 
arc assigned from the State, War and Navy Departments, an effort vri.ll bo 
made to comply, in so far as practicable, with the leave regulations of 
the three departments and still not penalize the personnel assigned from 
the department having the most stringent leave policy. 

2. Leaves may be granted for a continuous period of not to 
exceed fifteen (15) calendar days plus travel time (not in excess of ten 
(10) days), during the remainder of the calendar year 1946. 

3. The authority granted in paragraph 2 above does not apply 
to emergency leaves granted • .employees ; and will not prejudice the grant¬ 
ing of vacation leave by virtue of having been granted an emergency leave. 

4» A maximum of sixteen (l6) hours annual leave may be granted 
to civilian employees at any time, for other than vacation purposes. This 
leave vri.ll not be counted against leave authorized by paragraph 2 above. 

5. Military personnel 'may be granted permission to be absent 
from the vicinity of Washington for a period of not to exceed forty-eight 
(43) hours (V0C0) vjhich.vd.il not be counted as annual leave, 

6. Due to shortage of personnel throughout the groy.p, no 
replacements vri.ll be furnished by the Adid.nistra.tive Division to cover 
absences within major staff divisions created by the granting; of vacation 


7. Leave requests of all types will be approved bjr the Staff 
division concerned and forwarded to the Administrative Division for 
completion and final approval in all cases. 


Colonel, CAC 
Administrative Officer 
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TELE PHONE DI RECTORY 


central inte lligence GROUP 
REpuMlc 6700 

Executive 6100 for extensions with asterisks 

^ of this dir ectory vill be 
limited to only those Tndl^ld’uils reauirVn'o. 
the Inform ation contafiSThgTiT^ - M - = m 

2 ’ BSlld?nT^oept1ho s r? J .st e ed V le AdiXStration 

and E Streets *™} ®“ lldln S 3 > ... ’'hioh are at 25th’ 


Roo m Number 


Office of the Director 
Executive to Director 
Secretariat 

Executive Staff 

Assistant Executive Director 
Secretary, NIA 
Executive for Operations 
Organization Division 
Policy Division 
Advisory Council 
Executive for Personnel and 
Administration 
Finance Division 
Communications Division 
Courier Section 
Central Records .Section 
Services Division 

r»„= r00U ? e S? nt & Su PPly section 
Personnel Division 
Security Division 
Legislative Liaison Division 

P?anning a stS tal 0oordinatl Pg and 

Office nf Special Operations 
Control Branch 

Office of Collection 

Acting Assistant Director 
Executive 

Personnel & Adm. Branch 

C 011 ^ 1,01 Branch 
Special Intelligence Branch 
Security Branch 
Requirements Branch 
FBIS Branch 


Exten3i 

Number 


2164 

2164 

253 South Bldg. 
2161 * 
2161 
2163 
2161 
2162 
2180 
2180 


221 Admin. 


76943 

76943 

2615 

77675 

76716 

77125 

77675 

77541. 

78653 

76097 


CONFIDENTIAL . 


(1901-S) 
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Office 


Extension 

Room Number Humber 


Office of Research and Evaluation 
Acting Assistant Director 
Central Reports Staff 
Plans & Requirements Staff 
Executive 

Western Hemisphere Branch 
Western Europe-Africa Branch 
Eastern Europe-Middle East Branch 
Par East-Pacific Branch 


112 Central Bldg. 
112 Central Bldg. 
103 Central Bldg. 
112 Central Bldg. 
100-A Central Bldg 
206 Central Bldg. 
218 Central Bldg. 
109 Central Bldg. 


2868-9 * 
2868-9 * 
2803 * 
2836-7 * 
2888 * 
2807 * 
2809 * 
2853-2 * 



Office of Dissemination 

Acting Assistant Director 2262-A 

Acting Deputy Assistant Director 2262-A 

Survey & Control Branch 2263 

Publications Branch 2263 

Presentation Branch 2263 


77968 

77302 


76684 


77005 

77005 



21 August 1946 



CONFIDENTIAL 
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GENERAL SERVICES ADMINISTRATION 
PUBLIC BUILDINGS SERVICE 
BUILDINGS MANAGEMENT DIVISION 


April 3, 1950 

MEMORANDUM for Administrative Officers of the Executive 
Departments and Independent Agencies 

SUBJECT: Conservation of Electricity 


I am greatly concerned over the increase in our electric 
current bill. While there has been an increase in the rates there 
has also been a substantial increase in consumption. I believe it 
important that we again renew our efforts toward conservation to 
reduce our electric current bill. 

Each employee in your department or agency can make a 
major contribution to this program. Possibly the greatest waste 
in. the use of electricity occurs in lighting. We want the employees 
to use the light they need when it is needed, but when not needed 
the lights should be turned off. Desk lamps, ■ where used, should 
be turned on only when needed. Each additional dollar that is 
spent for electric current means one dollar less in the amount 
available for other services in the buildings.- 

Your splendid cooperation in the past has contributed much 
toward our conservation programs, and I know that we can count 
on your continued efforts in that direction. 


L-'C(.y z y 

Charles A. Peters 
Director 

Buildings Management Division 
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21st t'.nd Virginia Avenue, N. U, 

Washington, D. C. 

6 Septombor 1946 

m .COANDU K 

TO: All CIGPorsonnol 

FR01\: Exocutivo for Personnel and Administration 

SUBJECT: Long Distance Telephone Usage 

1. Memorandum, subject as above, dated 0 March 194G, is hereby 
rescinded, and the following is substituted therefor: 

2, Jar Department Administrative Memorandum No. Yi-1, dated 
C Hay 19 M, provides that the following procedures be. followed in all 
instances whore long distanoo tclcnhonc calls are mado. 

o_. Personal long distance telephone calls will not be 
made through the Department's switchboard but .will be made from 
.coin box telephones located throughout the building. 

b_. No long distance telephone call will be made over 
leased line or commercial facilities by any person in the Central 
Intelligence Group for the transaction of official business 
unless the call is specifically authorized in advanco by the 
Director, the Executive to the Director, the Assistant Executive 
Director, the Chief, Interdepartmental Coordinating and Planning 
Staff, Assistant Director for Dissemination, Assistant Director 
for Collection, and the Executive for Personnel and Administration. 

A list of tho persons to whom authority to approvu long distance 
phone calls has boon delegated has been furnished to the Director 
of Comnunications. Office, Secretary of War. 

_e. It will be the responsibility of each person named 
above to: 

(1) Examine each request to place a long disbanco 

telephone, call to determine if the call is necessary or if J 

radio, telegraph, air. mail, or somo other form of communi¬ 
cation, will. suffice. 

(2) I-aintain a ton-day r.uport sheet. This report sheet 
will be maintained at the desk of the authorized individual 

or his secretary, Tho information will bo entered on the .ten- i 

day report shoot by the person placing the call or as soon as | 

it has been authorized. If the call is not completed during | 
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from tho report sheet but a new authorization must bo 
granted and recorded when thi call is again placed. 
Inoomplotud calls will not k held over from one day to 
the next but shall bo cancelled at the end of each day. 
This report will bo sent to the Executive for Personnel 
and Administration, ^oom 2164,- -New h r nr Department Building, 
to reach him before 1200 on tho.Gth, 16th, and;26th of 
each month. Tho report on the 6th of each month will 
inoludo the ten-day period from the 2 0th day of the pre¬ 
ceding month through the. 5th day of the current month. 

Tho report on the 16th of each, month will include the ten- 
day period from the Gth through the 15th day of the current 
month. The report on the 26th will include the ten-day 
period from the 16th through the 25th day of the current 
month. These report sheets will be chocked, against the 
h/r.r Department bill by the Office of the. Director of 
Communications, Office, Secretary of 'Tar, and unauthorized 
calls will bo reported for disciplinary action. 

(o) Coordinate requests so that several people in 
the same* office who may have to call the same point can do 
so on the one call, 

(4) Soc that as many calls as possible are made 
before 0930, be'twocn 1200 and 1400, and after 1700, hours 
when the traffic volumes are lightest. 
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21at and Virginia Avenue, If. V/. 

Washington, D. C. 


6 Septombor 1046 

All Ci G Parsonnol 

FROI 1 .': Executive for Porsonnol and. Administration 

SUBJECT:, Long Distance Tolophono Usage 


1. Henorandum, subject as above, ■ dr*tod 0 March 1046, is hereby 
rescinded, r.nd the following is substituted therefor: 

2. V/ar Department Administrative Memorandum ITo. Yj- 1, dated 
u May 19? 4, provides that the following procedures be followed - in all 
instances whore long distance telephone calls are made. 

ii* Personal long distance tclonhone calls will not be 
made through the Department's switchboard but will be made from 
, coin box telephones located throughout’the building. 

b. No long distance telephone call will be made over 
leased line or commercial facilities by any person in the Central 
Intelligence Group for the transaction of official business 
unless the call is specifically authorized in advnnco by the 
Director, the Executive to the Director, tho Assistant Executive 
Director, the Chief, Interdepartmental Coordinating and Planning 
Staff, Assistant Dirootor for Dissemination, 'Assistant Director 
for Collection, and the Executive for Personnel and Administration, 
•a list of tho persons to whom authority to approve long distance 
phone calls has boon delegated has been furnished to the Director 
of Communications, Office, Secretary of ’.nr. 

£. It will be the responsibility of each person named 
above to: • 

(1) Examine each request to place a long distance 
telephone call to determine if the call is necessary or if 
radio, telegraph, air mail, or some other form of communi¬ 
cation will' suffice. 

(2) Maintain a ten-day report sheet. This report sheet 
will be maintained at tho desk of the authorized individual 

. or his secretary. The information will be entered on the ten- 


day report shoot by the person placing the call or as soon as 
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from the report sheet but a new authorization must be 
granted and recorded when the. or.XI is again placed. 
Inoomplotcd calls will not be held over from one day to 
the next but shall be cancelled at the end of eaoh day. 

This renort will bo sent to the Executive for Personnel 
and Administration, l?oom 2164, New .'/nr .Department Building, 
to reach him before1200 on tho Gth, 16th, and 26th of 
each month. The report on the Gth of each month will 
include the ten-day period from* the 2 Gth day of the pre- 
ooding month through the 5th day of the current month. 

The report on the 16th of each month v,dll include the ton- 
day period fronth. Gth through the 15th day of the current 
month. The report on the 26th will include the ten-day 
period from the 16th through the 25th day of the current 
month. These report sheets will be chocked against tho 
’"far Department bill by the Office of the Director of 
Communications, Office, Secretary of ‘far, and unauthorized 
calls will be.reported for disciplinary action, 

(o) Coordinate requests so that several people in 
the same* office who may have to call the same point can do 
so or. the one' call. 

(4) Soc that as many calls as possible arc made 
before 0030, between 1200 and 1400, and after 1700, hours 
when the traffic volumes arc lightest. 
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FEDERAL WORKS AGENCY 
PUBLIC BUILDINGS ADMINISTRATION 


“Rules and Regulations Governing Public Buildings and Grounds" 

1. Authority - These rules and regulations are promulgated pursuant to Public Law No. 566 of the 80th 
Congress, approved June 1, 1948. 

2. Applicability - These rules and regulations shall apply to all persons employed or entering in or on build - 
mgs and grounds under the charge and control of the Federal Works Agency, Public Buildings Administration. 

3 ‘ Preservation of Public Property - The injury, abuse, or damage in any way whatsoever of any public building 
or part thereof, including signs, regulations, decorations or other facility or equipment, or of anv tree 
shrub, flower or other planting material is prohibited. ’ 

4. Nuisances - The use of loud, abusive or otherwise improper language, unwarranted loitering, sleeping or 

assembly, throwing articles of all kinds from public buildings, the creation of any hazard to persons or 
things, improper disposal of rubbish, spitting, climbing upon any part of a building, prurient prying the 
commission of any obscene or indecent act, or any other unseemly conduct, is prohibited. ’ 

5. Gambling - Participating in games for money or property, or the operation of gambling devices or the 
selling or purchasing of numbers tickets, is prohibited. 

6 ' Soliciting and Vending - The soliciting of alms and contributions for private gain, commercial soliciting 
and vending of all kinds, the display or distribution of commercial advertising, or the collecting of private 
debts is prohibited unless authorized in connection with the building operation. 

7 ‘ Liquors, etc. - Entering a public building or the driving of a motor vehicle in or on public property 

by a person visibly under the influence of an intoxicating liquor or narcotic drug, or the consumption of 

such liquors or drugs within a public building is prohibited. , 

8 - ^^^^ p " ro ^^ e S d photographs withta a P ublic building for commercial or publication purposes without 

9 * — g L S i ~. 4 Q y er i Animals " Brin e ln S a d °S or other animal, except seeing-eye dogs, into a public building is 
prohibited unless prior permission is obtained. B 

10. Automobile Traffic - (a) Drivers of all motor vehicles within public buildings and grounds shall drive in a 
careful and safe manner at all times and shall comply with the directions of all posted traffic signs: (b) The 
blocking of entrances, driveways, walks, loading platforms or fire hydrants, is prohibited; (c) Except in 
emergencies, parking in public buildings and grounds is not allowed without a permit. Parking without 
authority, Parking in unauthorized locations or in locations reserved for other persons or continuously in 
excess of 18 hours without permission, or contrary to the direction of posted signs is prohibited. 

11. Local Laws - Federal and local and state laws and regulations applicable to an area in which a public build¬ 
ing and grounds are situated shall apply to that public property where they are not inconsistent with the 
rules set fortn herein. 

12. Penalties - Whoever shall violate any rule or regulation set forth herein shall be fined not more than $50 
or imprisoned not more than thirty days, or both, except that offenses committed against laws applying to 
the local area in which a public property is situated may be prosecuted in accordance with such laws. 


Approved April 1, 1949 
Philip B. Fleming 
Major General, U. S. A. 
Administrator 
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5 Juno 1947 


MEMORANDUM FOR ALL EMPLOYEES' 

SUBJECT: Election of the Employee Member to the 
Efficiency Rating Board of Review. 


« Tr . is the^right of all civilian employees of 

thoso Paid, from special or unvouchercd funds 
to elect a representative to the Efficiency Ratin/ ' 

Board of Review.. This board will consist of a member 
appointed by the Director of CIO, a member elected bv 
v ilC 4 .£ mp ‘' oycos and the Chairman of the Board aoom’ntcd 

Th0 ^ will Jicar 
current^yoar^ 1 app0als lrom ^fficionoy ratings for tho 

free- io.dri T if°ri 0l ? 0 *l°?K W l 1 . 1 b ° hsld oil 13 Juno 1947 
, 0,00 A * lvi * to 4:15 P»M* in the several bui] d^nes 
wai.,a aousc CiG, Ballots will bo Issued to olic-iDlo 

Vovt?I° A ^?n at i th 2 timo t , h °y receive thoir pay chock, ' 
will be by secret ballot, and there will bo no 
coercion or influence oxerciscd over the voters, 

clcrks stationed in pay disbursing offices will 
answer any question concerning the voting procedure, 

M In order to be elected, the candidate, in 
to receiving the greatest number of votos, 
'nT*?**** ooci y c a nuinbcr of votes equal to one third of 
S 1 u th 2 V ?J? S cast ; the candidate receiving tho noxt 
SOrVC a f altcraatc * provided L recedes 
at leas, ten per cent of the total number of votes 

ho°works y °° Wil1 VOt ° 0nly in thc buildin S in which 


Employee Election Committee 


( 1314 ) 
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STATINTL 
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STATINTL 


I 



5 July 1949 


MEMORANDUM FOR ALL EMPLOYEES OF THE SERVICES OFFICE, OVERT BRANCH 


The Government Employees Health Association, which was 
organized within CIA on 15 July 1948, makes available a group 
plan of hospitalization to employees who are not eligible for 
the other group plans within the, Agenoy. This plan is under¬ 
written by the Mutual Benefit Health & Accident Association of 
Omaha. 


The rates are as follows: 

I. Single member only 
II* Married member and spouse 
III. Married member, spouse and all children 
IV. Member and all children, where there is 
no adult dependent 

, s The Association requires payment of a membership fee of 
?1.0° and payment of two months' premiums at the time application 
is made for membership. 

If you are interested in joining the Government Employees 
Health Association you must act promptly as the membership will 
be dosed as of 51 July 1949 . - 

For further information and application see 
Room 201, North Building, Extension 785. 


Monthly 

TOo 

4.75 

6.00 

4.75 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


MEM0RANDUM _F.0R ALL CI A EMPLOYEES 
pUBJECT: 1948 Red Cross Fund Campaign 


24 February 1948 


raised in this^n^n^Jrf K Und °* ra J ai £ n is now under nay. The funds 
f Campaign will be used to cover existing and continuing 

regular Red Cross services for the welfare of our country. The American 

°°^ nUes t0 aid sufferers in hurricanes, tornadoes, epidemics. 

Armed For cm &S We +^ &S ^ dve extensive services to members of our 

Armed Forces, to our veterans and their families. Its disaster service 

one yOTr eX=eeded the reoord of 

n _ 1 President Truman, in his statement to the Heads of Executive 
Departments, Commissions, or Agencies, dated 2 January 1948, stated in 

p j r 3ev eral volunteer and educational services and Junior 

Moi 3erVS th ! needs of thelr ^runity and country. The new civiSan 
peorte P -°S a in!^en al ir V ' in ’' h ° le Mood and plasma available to aU 
losLof l?fe d AU P 8eI T l ° e to prevent muoh needless suffering and 

serviofs 1 ^ A,^ r0ad ’„ he e 0roM fielci and hospital workers continue 

in the Arrtic^Vcl'e’ and /* r Foroes ‘ the largest in peacetime history 
m xne Arctic Circle, Europe, Asia, and the Pacific. * 

and welfare of our°neonl °■ goVernnont la to P roMte the health 

. na we.Li are ol our people. I desire as a most fitting corollary that all 

ee o marbrstpt^ ePQ H t +J ntS \ C T lGSi0nS and a 8 enc *es,'wherever their employ- 
J. b atat J oned ^^ r °ughout the nation, actively cooperate with their 7 

duc?2d1r K L1h ° ES ° !,aPterS in thS 1948 REd ^Campaign to b™ 

, . "We have ample power to relieve the burdens of our fellowmen 

SchfeiT a0t n kllldn ? ss and goodwill impel new life and hope. 

tt2rebv taild?S°” S t ln 1113 Eed CrOSS ls servln g his country and 

thereby building a stronger, more splendid America,” 

. , ,, Tber ? ”° d °ubt in my mind that every employee of CIA will wish 

S is Cai71 P a igu wholeheartedly and in keeping with his'per- 

dOTiL b tto°fq?7 d / lna ? t!ial ^“’fdnees. It is to be noted that this Agency, 
during the 1947 campaign, made a total contribution of $ 4 , 245 . 59 . ■ * 

' J? u ’’ill soon be approached by a fellow worker who is a volunteer 
making ^he l^S^ampaigf a C successfui r one?^ ibllti0n ^ ^ ^ Share in 


STATINTL 


•R. H. HILLENKOETTER 
Rear Admiral, USN 
Director of Central Intelligence 
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The number of employees in this aroa utilizing the 
facilities of the.cafeteria in Que Building taxes its 
capacity to the limit within the hours of service. 

Numerous instances have been noted wherein patrons 
sit around the tables to talk and smoke after completing 
their meal, while others are waiting in line. 

All employees are urged to cooperate by vacating 
tables promptly upon completion of their meal in order 
that there may be room for others. • 


STATINTL 


POR THE DIRECTOR, CENTRAL INTELLIGENCE GROUP: 


12 February 1947 


Colonel, AGD 
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MEMORANDBIi FOR: ALL CIG PERSONNEL 
SUBJECT: Emergency Food Servioe 

' Adrrn5"^'M«« d is , R nonorandun roooivod from the Publis Buildings 

AdM_nio>r,. ,mn, 1-ouoral Tories Agency, subject ns above. 


"FEDERAL 1T0IU3 AGLIICY 
PUBLI 0 DL I LDI 1 i fJS ADI .1 i (I S T 
Washington 


ATI Oil. 

"Docenbor 27, IMP' 


11 TO: 


Chief Clerks and Administrative Officers of the 
K::ecutivo. Departments. and Independent; Age-r.ios 


SUBJECT • linerpcncy Food Service 

"In the event that cafeteria errlovocr of Government Services 
in:., -•o e.i o- noriboro of the United Cafeteria Worker?:, Loo.- 1 '7] 
ef the U r.ited Public Workers of America, CIO and the'c-nvcrnvwnt 
“ or k - Cf * iRC • * to oono to an agreement regardin'* a now contract 

for 1947, it U o:costed that a tiallwt or n strike condition -.fill 
nrovazl an the Government cafeterias cn or about Jan*-or*' 2 V'.?7, 

Should this situation dovelog, we have boon advised’that arrangement?. 
v;ili ae made by Government Services, luc. to provide? 'emergenev food 
service, at a limited number of cafeterias, ; 

"1. Food consisting, generally, of -s.cvvn, sandwiches,. brick 
ice or can, beverages and .miscellaneous packaged goods will bo served. 

*'2. Cafeteria dining apace mill be made available, in all 
buildings with cafeterias, for those vho brine* their lunch i^to 
the buildings. "' " ' 

"8. Each person who uses the dining facilities shall deposit 
all uneaten feed and lunch v/rap-inrs in roeentacl.es that will be 
provided for the purpose. 

"(I. Special.dining rooms ivill bo closed. 

_ • 'J 3 * x< '‘®. cafeterias t.iat will be used by Government Services, 

Inc. >o provide noon time emergency food service are: 

Commerce Labor 

General Accounting Office 'Temporary 3 

Hone Ormcrs Loan-Corporation Temporary 7 

Justice Temporary 8 

Langston Residence Halls limit ions 

Temporary II " -y av , r 

Temporary. X ■•Not/ Post 'Office • 

Arlington Farms Procurement 

Federal Office Building #2 ' Social Security 

Federal Office Building #3 Yiar 

Interior 59 II Street, IT. E. 

Internal Revenue 

6. All other cafeterias will be- dosed excent the dining areas 
may be used by Gevcrzaaent personnel to eat the lunches the” 
into the buildings. ‘ ' ^ 

"7. Snack bars will not be affected by the strike. 

"8. Breakfast will not be served. 

0. All inquiries relating to the use of cafeteria dining 
areas, the emergency food service, and any details not covered by 
tnis memorandum. suould be directed to the Building Superintendent 
concerned. 
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11 10. T’io Cuc.ru r’oroa ’ianbeen inc true tod to ‘rain tain 
o;'.’g: vrb’iin tho Oovorncont buildings r.t ell tines to provent 
dcaonrtr atiorw and lace"C.inr of mr line! vd-tain the buildings 
rev', to i c 'ort anyone y/ho fails to use the dining, space nropoi ly 

"11. Your cooperation in-advising your office ~*orsonnol;. 
or. aotxons that v.”ill be fcr.Jhen _'.on. the • sub.ioct- of 'Emornenoy Feed 
of .rvioo 1 will be cost holpf-ul and docnly appreciated. 

/s/ Ji. 0. Jennings 

E. 0. Jennings 
Aotinr Cn^nissionor 
of Public Buildings" 

FOR TIIJJ BlfJJGTCh OF ClPTBYiL Iirzih-lGLi CE: 

STATINTL 


Colonel, ..AC-D- 
Executive for Porsonnol 
and Adair.s tr.ution 
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